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1. Pur pose. To establish internal guidelines for the eval uation
of information systens technology (IST) resources.

2. Applicability and Scope. This procedure applies to any
NAVRESI NFOSYSOFF Gover nment enpl oyee and contractor support
personnel involved in performng product evaluations.

3. Responsibilities

a. Request ers. Al l  NAVRESI NFOSYSOFF Gover nent  enpl oyees
desiring a product evaluation wll follow the directions for
requesting an eval uati on.

b. Product Evaluators. Al personnel performng product
eval uations are responsible for conpliance with the provisions in
this SOP as directed.

4. Action
a. Requesters w il |:

(1) For software products, contact the COTS Software
Integration Ofice. This office may be able to provide a range
of assistance on many of the remaining actions.

(2) Review the Information Systens Library for existing
eval uations relating to the products which may satisfy the needs.
Product evaluations and other research materials, such as
Datapro, are located in the Information System Support Library.

(3) If a product evaluation does not exist which satis-
fies the requirenment then proceed with the evaluation or submt a

contractor Services Request form per reference (a).

(4) Requests for contractor support nust state the
obj ectives of the evaluation, what to evaluate and criteria for
accept ance.
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b. Product Evaluators wll:

(1) For software products, contact the COIS Software
Integration Ofice. This office may be able to provide a range
of assistance on many of the remaining actions.

(2) Find Suitable Products. (Unless directed to evaluate
particul ar product only.)

(a) Review the market and/or trade journals to
formulate a list of the |eading candi date products. Narrow t he
list to the three nost suitable products.

(b) Consult other users of the product to get
opi ni ons.

(c) Conpare the product features to needs identified
by the potential users.

(d) Make sure the product is or will soon be,
conmerci ally avail abl e.

(e) lInvestigate product pricing, warranties, and
NAVRESI NFOSYSOFFI NST 5230. 6 vendor policies/costs for technica
support and upgrades.
(3) Acquire Product To Be eval uated.

(a) IST resources shall not be accepted for evaluation
from vendors w t hout proper authorization.

(b) Contractual terns for all |ST resources acquired
on an evaluation/trial basis nust be fully understood by all
parties. If the terns of the evaluation/trial are published by

the vendor, the enployee requesting the test period nust
diligently discharge all responsibilities within the noted tinme

peri od. If the transaction is not standardized, the obligation
of both parties nust be agreed upon in witing, before the
resources are acquired. Enclosure (1) is a sanple authorization
letter.

(c) The rules pertaining to Government procurenent
make it inpossible to get reinbursenent for resources acquired by
defaulting on an evaluation/trial. Therefore, any resulting cost
may have to be borne by the individual

(4) Prepare a Test Plan. State objective(s), standards
for product acceptance, test scenarios and a list of required
resources, such as additional hardware/software, all people
invol ved, and assunptions that may effect the evaluation
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(5) Develop a Project Schedul e. Esti mate man-hours
needed.

(6) Install the Product. Use the instructions provided
and document any deviations from the manufacturer’s prescribed
procedures. Try to use one of our standard hardware/ software
pl at f or rs.

(7) Perform Tutorial or Denonstration Sessions. Use
the available manuals to determne conplexity of product. See
if steps are left out or vaguely described, or if meanings are
clear. See if any other aids are available from other sources.

Eval uate published materials and on-line help (i.e., context
sensitive?).

(8 Wrk with the Product. Test as many features as
possi bl e. Sinulate the activities of the potential users. Can
a new user learn the product easily? Note what resources (i.e.
nmenory) are required and if the systemis reliable and fast or
sl ow. Create error conditions to determne if errors crash or
are handled, if data is |ost. Docunent all product problens and
unexpl ai ned error conditions.

(9) Conduct Conpatibility Tests. Determne if the
product will work with our standard hardware/software and will
support CGovernment standards for compatibility.

(10) Perform a Cost/Benefit Analysis. | f the product
perforns satisfactorily gather all costs and efforts required to
i mpl ement this product. Include all itens covered by the base

pricing and costs involved in conversions, upgrades, training,
docunent ation, maintenance and other technical support.
Determine if the projected cost is reasonable for the potentia
benefits. I ncl ude an inpact statement on what effect, if any,
this product will have on existing systens and standards.

(11) Prepare a Subjective Report. Devel op a reconmend-
ation for or against the product and support the decision through
your research and test results. |f the evaluation is abandoned
prior to this step state what you' ve |earned and why you stopped.
Use enclosure (2) as a guide for devel opnment of the eval uation
report. Provide a copy of report to the Information Systens
Support Library for future reference.

ﬂwpa CJM
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SAMPLE AUTHORI ZATI ON LETTER

USE COVPANY NANME
Dat e

M. John Doe

Director, Naval Reserve |Information
Systems O fice (N_)

4400 Dauphi ne Street

New Ol eans, LA 70146-5401

Dear M. Doe:
This is our authorization for you to eval uate our on a
trial basis at no cost for a period of (days/ nont hs),

starting MM DD YY and endi ng MM DD YY. The product is to be
returned by

Thi s product evaluation authorization is our normal marketing
practice and is offered at no obligation to the Government. It

is understood that this evaluation product will not be used for
product devel opnent or any other future purposes.

Si ncerely,

Encl osure (1)
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PRODUCT EVALUATI ON DOCUMENT  OUTLI NE

| NTRODUCTI ON

oj ective of the Eval uation
Criteria for Product Acceptance
Description of the Product

Eval uati on Approach

RESULTS OF THE EVALUATI ON

Installation and Setup
Docunent ati on

Trai ning Aids

Product Features

Ease of Learning

Ease of Use

Per f or mance

Conpatibility

Error Handling Anomalies or Bugs
Vendor Support

Service and Mintenance

I mpl erent ati on Requi renents

ANALYSI S AND CONCLUSI ONS

Vendor Profile
Cost/Benefit Analysis

I npact on O her Systens
Recommendat i on

| npl enentation Plan

Encl osure (2)
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